REQUEST FOR PROPOSALS FOR PROFESSIONAL SERVICES
TO PROVIDE
JOB READINESS AND JOB PLACEMENT SERVICES FOR DELAWARE
LIBRARIES’ JOB/LEARNING LABS: BTOP (BROADBAND TECHNOLOGY
OPPORTUNITIES PROGRAM) GRANT

ISSUED BY THE DELAWARE DIVISION OF LIBRARIES
l. Overview

This Request for Proposal (RFP), issued by the Delaware Division of Libraries, is a
solicitation for a comprehensive Job Readiness and Job Placement Services to provide
workforce development and employability training at Job/Learning Labs in four anchor
public libraries and 28 satellite public libraries in Delaware.

This Request for Proposals (RFP) is issued pursuant to 29 Del. C. 886902(1), 6981 and
6982. The proposed schedule of events subject to the RFP is outlined below:

Public Notice.......c.ccveviiiiiiiiiiciieenn Sunday, November 21, 2010

2" Date of advertising...........cccceuenn.. Sunday, November 28, 2010

Cutoff Date for Applicant Questions.... Friday, December 3, 2010 at 4:30
P.M.

Deadline for Receipt of Proposals....... Monday, December 13, 2010 at 10:00
A.M.

Day and date of Opening................... Monday, December 13, 2010 at 2:00
P.M.

Notification of Award.......ccccvvevvennnnn. Within 30 days of bid opening

Location of Bid Opening:
Delaware Division of Libraries

121 Duke of York Street
Dover DE 19901
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General Information:

The proposal must conform to the requirements of the Proposal Procedures and the
Required Information Sections of the RFP. The State specifically reserves the right to
waive any informalities or irregularities in the proposal format. Each proposal must be
accompanied by a cover letter, which briefly summarizes the proposing firm’s interest in
providing the required professional services. The cover letter must also clearly state and
justify any exceptions to the requirements of the RFP, which the applicant may have taken
in presenting the proposal. The state reserves the right to deny any and all exceptions
taken to the RFP requirements.

Il. Scope of Service

This RFP is a solicitation for a comprehensive job readiness and job placement services to
provide workforce development and employability training at Job/Learning Labs in four
anchor public libraries and 28 satellite public libraries. The major objective of the projectis
to expand public access to broadband service and enhance broadband capacity at
Delaware Public Libraries, and allow the public to use these computing centers.
Job/Learning Labs will be organized and sustained by leveraging unique partnerships and
resources to combat unemployment through workforce development and educational
programs for job seekers and individuals with low literacy and educational levels.

The consultant should design job readiness training and job placement services for job
seekers and lifelong learners which should include the following essential components:

ESSENTIAL COMPONENTS

VOCATIONAL ASSESSMENT OF SKILLS, KNOWLEDGE, INTERESTS AND LEARNING
STYLES: A self-directed vocational assessment tool is an effective method of finding out if
you possess the skills, knowledge, and interests for a particular occupation or for a job that
you’re applying for. The assessment test can be in a paper or pencil format or online. Self-
directed means the tool is designed so you can use it and review your results without a
licensed or trained professional interpreting the data for you. Even though it does not
require intervention to read the results, you may still find you have questions. If that is the
case, you can then ask for assistance from our in-house staff, who are available on-site to
provide you with the support and assistance that you need.

For applicants, such as displaced homemakers, dislocated workers, and individuals looking
for career change, a learning style inventory is a useful tool to gain a better understanding
of how you learn. It can also enhance your learning potential and provide you with an
empirically-based instrument when aligning your career choices with what you're
passionate about.

JOB SEARCH STRATEGIES AND JOB PLACEMENT SERVICES: We will share with you
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effective tips and techniques on how to organize and conduct your job search. We will
address various ways of finding a job through the Department of Labor’s 4 One-Stop
Centers, online resources such as JobLink (https://JobLink.Delaware.gov), the public
libraries’ Job/Learning Labs online website, and we will take you through a step-by-step
process of how to network effectively.

The job placement program component is designed to assist job seekers in securing and
maintaining employment commensurate with interests, skills, needs, abilities and values.
Job Placement is an organized, planned process and consists of services which include,
but are not limited to: Job Seeking Skills / Job Readiness Training; Career Awareness;
Completing Job Applications; Job Development ; Labor Market Information; Interviewing
Techniques and Questions; Mock Interviews; Job Placement; Follow Up; and Post
Employment Services.

BASIC COMPUTER SKILLS/HOW TO LOOK FOR JOBS ONLINE: Regardless of your
experience and position, everyone should have some level of proficiency in personal
computing skills to find a job in today’s competitive market. From application software to
operating systems to how to use the Internet, this online tutorial course will equip you with
the necessary skill set to compete and to find a job in today’s economy.

RESUMES, COVER LETTERS AND INTERVIEWING TIPS: Build on your career vision
and create a personal marketing plan. After completing your skills inventory, decide who
you want to “dance” with and clarify the benefits you offer to potential employers. Develop
a personal marketing strategy and a tactical plan for getting visibility. Learn how to
communicate your value in spoken, written, and online media, with a consistent message
across your elevator speech, resume, and practice interview. Successfully communicating
your value will help you during networking and in your interviews.

Develop a realistic view of the interview process and calm your concerns. Understand the
types of interviews you may face and learn how to use your marketing toolkit to answer
virtually any question. Develop strategies to address liabilities, get your own questions
answered, and learn how to close the deal! Other helpful hints, including managing the
offer, will be shared so that you will be prepared to advance from job search to job
acceptance.

HOW TO START A SMALL BUSINESS: ENTREPRENEURSHIP: In partnership with the
DE Development Office, the University of Delaware and DE State University, the BTOP
anchor libraries will establish a pilot program to increase assistance to entrepreneurs and
facilitate the creation of new businesses in our state.

The following are recommended program components that might be offered to job seekers
depending on identified needs and interests:

RECOMMENDED COMPONENTS
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HOW TO MANAGE YOUR STRESS: Individuals who have lost their jobs are likely to
experience emotions of anger, disbelief, frustration and depression. Are you
underemployed, downsized, or recently laid off? In this time of transition, you experience a
roller coaster of emotions. Learn how to manage these emotions and discover
opportunities to increase your confidence and develop a winning attitude for job search
success.

DEVELOP SHORT-TERM AND LONG-TERM CAREER GOALS-DEVELOP A VISION:
Map out your own short-term and long-term career vision based on the initial assessment
of your skills, knowledge, abilities, interests, personality and your changing life situation.
Engage in setting a strategic life plan for a brighter and more satisfying future and a short-
term plan to compete in an unpredictable economy.

WORKSHOPS ON FEDERAL AND STATE SERVICES FOR THE UNEMPLOYED: Food
Stamps; housing, transportation, financial services, support and networking groups; job
fairs and other relevant topics.

OTHER PROSPECTIVE TRAINING WORKSHOPS/GROUP INTERVENTIONS:

» SUPPORT NETWORKING GROUP

» JOB SEARCH FOR OLDER WORKERS & OTHER ADULTS RE-ENTERING THE
WORKFORCE

» HOW TO MAKE THE MOST OF JOB FAIRS

» SOFT SKILLS TRAINING TO STRENGTHEN WORK ETHIC

Y

TIME MANAGEMENT TECHNIQUES AND RETENTION STRATEGIES

PROBLEM SOLVING AND HOW TO HANDLE CONFLICT IN THE
WORKPLACE

HOW TO DEVELOP WIN-WIN SOLUTIONS
HOW TO OVERCOME BARRIERS TO EMPLOYMENT
HOW TO EXPAND AND USE YOUR NETWORK TO GAIN EMPLOYMENT

HOW TO DEVELOP A “30 SECOND ELEVATOR SPEECH” TO HIGHLIGHT
OBJECTIVES AND ABILITIES

HOW TO HANDLE REJECTION
COMPENSATION NEGOTIATION
HOW TO RECESSION PROOF YOUR JOB
HOW TO DRESS FOR SUCCESS
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OTHER KEY PROPOSAL REQUIREMENTS:

The proposal should include a solid program design, which should include a description of
the following key components:

PROJECT OBJECTIVES

Identify your mission-related SMART (specific, measurable, achievable, realistic and
time-related) objectives. Do they support the overall goals of the BTOP grant? Explain
how.

PROJECT SERVICES AND PROJECTED TIMEFRAMES
Describe the services that you plan to provide and the projected timeframes.

Project Services/Activities Projected Timeframes

PERSONNEL PLAN
Identity members of your staff who will serve on this project. Provide a brief description
of their duties and responsibilities their qualifications.

PROPOSED BUDGET

Provide an itemized budget for the proposed project. The proposal should provide cost
estimates and time estimates by phases/projects, for partial or multiple-year phased in
implementation.

PERFORMANCE MEASURES

+ Describe what the project will achieve. Provide a concise list of output and outcome
measures expected to be achieved. If possible, outputs and outcomes should be
quantified. Depending on the nature of the output/outcome and the proposed
effort, some outputs/outcomes might be "concrete or tangible products,” such as the
number of workshops/training provided, the number of individuals placed in jobs, the
number of individuals who completed the training, summaries of community
activities, and the like. Other outcomes may be statements of quality like "diversity
and strength of partnerships” or "change in behavior and attitudes".

% Performance measures should be linked to the project objectives. For example, if
Page 5 of 13




one of the objectives is to conduct job readiness and employability training to
participants, the performance measures should include the number of job readiness
and employability training offered and the number of individuals completing the
training.

The proposal should also include samples of previous statewide job readiness and job
placement projects administered by the applicant firm/agency produced at the approximate
funding level proposed.

The proposal should provide evidence that the consultant is a full service job readiness and
job placement firm with the capacity to effectively manage a project of this scope.

The Delaware Division of Libraries retains the right to implement selected projects based
on availability of funding.

About the Delaware Division of Libraries:

The Delaware Division of Libraries (DDL) is an agency of the Department of State
dedicated to providing Delawareans with the best libraries in the nation. The organization’s
mission is to provide leadership and support for the timely development of Delaware’s
libraries to ensure convenient access and encourage use of current information resources
and reading materials by all Delawareans. The agency is committed to service, access and
excellence.

DDL partners with public libraries statewide when developing a strategic library plan. It
provides libraries with the tools they need in areas, such as staff training, facility evaluation,
construction, and other aspects of library development. DDL offers support for library
services that promote a culture of lifelong learning, the use of all library resources, and
awareness of all public library services.

Throughout its quality initiatives, DDL has focused on activities that support a library’s core
business: to inform, educate and entertain through library collections. DDL staff has
worked to identify ways to improve the collections and enhance access to them. A major
step in this effort has been the development of a single Delaware Library Catalog, which
has merged the on-line collection catalogs for all public libraries in Kent, New Castle and
Sussex Counties into one system.

DDL’s primary objective is to ensure that every Delawarean has a library card. Efforts to
expand and retain library customers include an expanded web presence, downloadable
and online services, keeping data collections current, assessing customer needs and
tailoring programs to meet identified needs.

The Delaware Division of Libraries was awarded the Delaware Quality Award of Merit from
the Delaware Alliance for Excellence in March 2006.
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[l Proposal Procedures
A. Proposals

To be considered, all proposals must be submitted in writing and respond to the items
outlined in this RFP using the requested format. The State reserves the right to reject any
non-responsive or non-conforming proposals. Each proposal must be submitted with three
(3) copies in a sealed envelope conspicuously labeled “sealed proposal - State of
Delaware — Comprehensive Marketing and Public Information Campaign for the BTOP
Job/Learning Labs Project for Delaware Libraries”.

The envelope should also contain the name, address and telephone number of the
proposing firm. If delivered by mail, the proposal shall be enclosed in an “inner” enveloped
labeled as indicated above.

All proposals must be delivered in person or by mail to:

Attention: Anne Norman, Director
Delaware Division of Libraries
121 Duke of York Street
Dover DE 19901

Any proposal submitted by mail shall be sent by either certified or registered mail.
Proposals must be received at the above address no later than Monday, December 13,
2010, 10:00 a.m. Any proposal received after this date shall not be considered and shall
be returned unopened. The proposing firm bears the risk of delays in delivery. The
contents of any proposal shall not be disclosed as to be made available to competing
entities during the negotiation process. Each proposal must be submitted with three copies
in a sealed envelope conspicuously labeled “Sealed Proposal - State of Delaware —
Comprehensive Marketing and Public Information Campaign for the BTOP Job/Learning
Labs Project for Delaware Libraries”.
B. Modifications

Any changes, amendments or modifications to a proposal must be made in writing,
submitted in the same manner as the original response and conspicuously labeled as a
change, amendment or modification to a previously submitted proposal. Changes,
amendments or modifications to proposals shall not be accepted or considered after the
hour and date specified as the deadline for submission of proposals.

V. Required Information

The following information shall be provided in each proposal in the order listed below.
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Failure to respond to any request for information may result in the rejection of the proposal
at the sole discretion of the State:

A. Minimum Requirements
1) Delaware business license:
Provide evidence of a Delaware business license.
2) Evidence of Professional liability insurance:
Must be able to produce insurance certificates if requested.

3) Consultant will ensure the confidentiality of any and all library patron
records encountered in the process of conducting the study

B. General Evaluation Requirements

Responsiveness of Approach
Organizational Capabilities
Evaluation of Project
Coordination of Services
Proposed Budget

abrwnE

More detailed description of each evaluation item is on page 10.
V. Evaluation Process

All proposals submitted in response to the RFP shall be reviewed by the Proposal Review
Committee.

A. Proposal Review Committee

The Proposal Review Committee shall be comprised of the Director and administrative staff
of the Delaware Division of Libraries. The Committee shall determine the firms which meet
the minimum requirements pursuant to selection criteria of the RFP and procedures
established in 29 Del. C. 88 6981 and 6982. The Committee shall interview at least one of
the qualified firms. The Committee may negotiate with one or more firms during the same
period and may, at its discretion, terminate negotiations with any or all firms. The
Committee shall make a recommendation regarding the award to the Director of the
Delaware Division of Libraries who shall have final authority, subject to the provisions of
this RFP and 29 Del. C. § 6982, to award a contract to the successful firm in the best
interests of the State of Delaware.
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B. Proposal Selection Criteria

The information required to be submitted in response to this RFP has been determined by
the Delaware Division of Libraries and the Proposal Review Committee to be essential for
use by the committee in the bid evaluation and award process. Therefore, all instructions
contained in this RFP shall be met in order to qualify as a responsive and responsible
contractor and participate in the Proposal Review Committee’s consideration for award.
Proposals which do not meet or comply with the instructions of this RFP may be
considered non-conforming and deemed non-responsive and subject to disqualification at
the sole discretion of the committee.
The Committee reserves the right to:

e Select for contract or for negotiations a proposal other than that
with lowest costs.

e Reject any and all proposals received in response to this RFP or to
make no award or issue a new RFP.

e Waive or modify any information, irregularity, or inconsistency in
proposals received.

e Request modification to proposals from any or all contractors
during the review and negotiation.

e Negotiate any aspect of the proposal with any firm and negotiate
with more than one firm at the same time.

All proposals shall be evaluated using the same criteria and scoring process. All
assignments of points shall be at the sole discretion of the Proposal Review Committee.

The following evaluation criteria and scoring system shall be used by the Committee to
evaluate proposals:

Evaluation Iltems Maximum Points
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1) Responsiveness of Approach: Understanding the 25
scope and objectives of the project and ability to
design a project consistent with the overall goals of
the BTOP program.

2)  Organizational Capabilities: Demonstrated level 25
of quality, professionalism, creativity, and
experience in providing the proposed services and
activities within a specified timeframe.

3.) Evaluation of Project: The ability to evaluate the 25
extent to which outcomes (results) have been
achieved and how well proposed activities have
been performed (quality).

4.) Coordination of Services: Demonstrated ability to 15
work successfully with state agencies and other key
partners in implementing projects.

5)  Proposed Budget: Costs included in the budget 10
are reasonable and realistic and in line with other
providers.
TOTAL POINTS 100 Points
VI. Contract Conditions

The firm awarded the contract under this RFP shall be subject to the following contractual
provisions:

1. Term

The term of the contract between the successful firm and the State shall be from the date
of the contract to the date of completion. The contract may be extended by mutual
agreement of the parties. The contract may be terminated by either party upon two days
written notice. In the event the successful firm materially breaches any obligation under this
Agreement, the State may terminate this Agreement upon thirty (30) days written notice.

2. Non-appropriation

In the event that the General Assembly fails to appropriate the specific funds necessary to
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continue the contractual agreement, in whole or in part, the agreement shall be terminated,
as to any obligation of the State requiring the expenditure of money for which no specific
appropriation is available, at the end of the last fiscal year for which no appropriation is
available or upon the exhaustion of funds.

3. Notice
Any notice to the State required under this Agreement shall be sent by registered mail to:
Attention:

Anne Norman, Director
Delaware Division of Libraries
121 Duke of York Street
Dover DE 19901

4. Formal Contract and Purchase Order

The successful firm shall promptly execute a contract incorporating the terms of this RFP
within twenty (20) days after the award of the contract. No bidder is to begin any service
prior to receipt of a State of Delaware purchase order signed by two authorized
representatives of the agency requesting service, properly processed through the State of
Delaware Accounting Office and the Delaware Division of Libraries. The purchase order
shall serve as the authorization to proceed in accordance with the bid specifications and
the special instructions, once it is received by the successful firm.

5. Indemnification

By submitting a proposal, the proposing firm agrees that in the event it is awarded a
contract, it will indemnify and otherwise hold harmless the State of Delaware, its agents
and employees from any and all liability, suits, actions, or claims, together with all costs,
expenses for attorney’s fees, arising out of the firm’'s , its agents and employees’
performance of work or services in connection with the contract, regardless of whether
such suits, actions, claims or liabilities are based upon acts or failures to act attributable, in
whole or in part, to the State, its employees or agents.

6. Performance

In performance of this contract the firm is required to comply with all applicable federal,
state and local laws, ordinance, codes and regulations. The cost of permits and other
relevant costs required in the performance of the contract shall be borne by the successful
firm. The firm shall be properly licensed and authorized to transact business in the State of
Delaware as provided in Delaware Code Title 30, Section 2502.
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7. Insurance

The successful firm shall maintain professional liability insurance in the amounts described
below:

a. Comprehensive General Liability - $1,000,000.00 per
person/$3,000,000 per occurrence.

and

b. Medical/Professional Liability - $1,000,000.00 per
person/$3,000,000 per occurrence.

or

c. Miscellaneous Errors and Omissions - $1,000,000.00 per
person/$3,000,000 per occurrence.

or

Product Liability - $1,000,000.00 per person/$3,000,000 per
occurrence.

8. Non-discrimination

In performing the services subject to this RFP the firm agrees that it will not discriminate
against any employee or applicant for employment because of race, creed, color, sex or
national origin. The successful firm shall comply with all federal and state laws, regulations
and policies pertaining to the prevention of discriminatory employment practice. Failure to
perform under this provision constitutes a material breach of contract.

9. Covenant Against Contingent Fees

The successful firm warrants that no person or selling agency has been employed or
retained to solicit or secure this contract upon an agreement of understanding for a
commission or percentage, brokerage or contingent fee excepting bona-fide employees’
bona-fide established commercial or selling agencies maintained by the bidder for the
purpose of securing business. For breach or violation of this warranty the State shall have
the right to annul the contract without liability or at its discretion to deduct from the contract
price or otherwise recover the full amount of such commission, percentage, brokerage or
contingent fee.
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10. Contract Documents

The RFP, the Purchase Order and the executed Contract between the State and the
successful firm shall constitute the Contract between the State and the firm. In the event
there is any discrepancy between any of these contract documents, the following order of
documents governs so that the former prevails over the latter: Contract, RFP, and
Purchase Order. No other documents shall be considered. These documents contain the
entire agreement between the State and the firm.

11. Applicable Law

The Laws of the State of Delaware shall apply, except where Federal Law has precedence.
The successful firm consents to jurisdiction and venue in the State of Delaware.

The proposals submitted will be subject to section 1606 of the American Recovery and
Reinvestment Act (ARRA) of 2009, Pub. L. No. 111-5, 123 Stat. 115

(Feb. 17, 2009) (the “Recovery Act”), which requires BTOP contractors, and
Subcontractors to comply with the wage requirements of the Davis-Bacon Act (40 U.S.C.
3141 et seq.) and related acts, and is subject to the certifications of Standard Form 424B
prescribed by OMB Circular A-102 and OMB A-133.

12. Scope of Agreement

If the scope of any provision of this Contract is too broad in any respect whatsoever to
permit enforcement to its full extent, then such provision shall be enforced to the maximum
extent permitted by law, and the parties hereto consent and agree that such scope may be
judicially modified accordingly and that the whole of such provisions of the contract shall
not thereby fail, but the scope of such provisions shall be curtailed only to the extent
necessary to conform to the law.

Page 13 of 13



